SAVE A QUERY WITHOUT THE RESULTS

* Youwould usethisto send other users a copy of areport that you or someone else modified.
* Note: If thisisareport made from scratch you will have to send it too the Project office to
have it compiled. Compiling alows other non-Explorer users to use your report.

Step 1: Make your changesto areport, either a canned (off the web) report or areport sent to
you.
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2. Goto File, Save Options and <click> on Save Query Results with Document.
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Step 3:
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3. <Uncheck> the box next to Query and <click>on OK. If you do have the box checked the
report will be larger and the standard for reports is to have a blank report when a user receivesit.

Step 4:
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4. Got to File, Save Options, and <click> on Compress Document. Thiswill leave a checkmark

by Compressed Document.
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5. Got to File, and <click> on Save As.
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Step 6:
Save File EHE
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6. Savethe document in alocation and remember whereit islocated. The modified report now
can be sent to anyone as an attachment that is detachable.

Step 7: Send the report as you would send any e-mail with an attachment.
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